
INSTITUTION

REPORT NO
PUB DATE
NOTE
AVAILABLE FROM

PUB TYPE

EDRS PRICE
DESCRIPTORS

IDENTIFIERS

ABSTRACT

Hall, William; Are, Linda

Improving Effectiveness. Suggestions for TAFE
Teachers.
TATE National Centre for Research and Development,
Ltd., Leabrook (Australia).
ISBN-0-86397-077-X; TD/TNC-24.10
91
104p.

TATE National Centre for Research and Development,
252 Kensington Road, Leabrook, South Australia
5068.

Guides - Non-Classroom Use (055)

MF01 Plus Postage. PC Not Available from EDRS.
*Adult Educators; Foreign Countries; Postsecondary
Education; School Business Relationship; Self
Evaluation (Individuals); Teacher Education; *Teacher
Effectiveness; Teacher Evaluation; *Teacher
Improvement; Teaching Methods; *Teaching Skills;
*Tscheical Education; *Vocational Education
Teachers
*Australia

This guide suggests approaches that new and
experienced Technical and Further Education (TATE) teachers may find
useful in answering questions that may lead to improvement in their
teaching effectiveness. In the first part of the guide, such
questions ars discussed, together with possible strategies for
answering them and useful reference texts. Questions were supplied by
full-time college teacher,. who were asked to identify the indicators
of effective teaching. Questions are grouped under five headingss
contextual, teaching, administration/management, professional
matters, and industry links. A bibliography lists 68 references.
Appendixes in the second part of the guide include information on
designing and administering questionnaires and a sample
self-evaluation questionnaire; different ways of seating groups; a
time analysis chart; New South Wales Department of TAFE teacher
evaluation forms; an example of an agenda; a list of National
Industry Training Committees; a South Australian sample
self-appraisal of teaching; and a brochure about the TAFE National
Clearinghouse vocational education and training database. (YLB)

111********111111*****WOMMIIIIIItit******111111******W********111111**************
* Reproductions supplied by EDRS are the best that can be made *
* from the original document. *



IMPROVING
EFFECTIVENESS

L

11

:

$k 1 \N-iti
t4W

442-4-, it
1-7

' .4::4;11_

117,;1'. "etii 4111-*

P f .11111 v

'i_44.° Sin

Avigt10'? 4Pie

*eV

vilmv-14(V

4t!\
4'

A \

4

c

.6,
a

11 Ara tr,
;:

illiam Hall
Linda Are



IMPROVING EFFECTIVENESS

Suggestions for TAFE teachers

William Ball

and

Linda Are

ADELAIDE 1991

OTAFE

3



:

_
,

,;
.r

'11151i

,



m
um

s

IN
T

R
O

D
U

C
T

IO
N '

R
O

W

T
O

U
SN

If
ig

l

B
O

O
K

C
on

te
xt

ua
l

Q
ue

st
io

ns

-

H
ow is m
y

co
lle

ge

ch
an

O
W

-

H
ow

sh
ou

ld I

re
ga

rd

m
y ro
le

as a te
ac

he
r?

T
ea

ch
in

g

Pa
ge

1
2

3
4

5
11

-

H
ow

ca
n I

br
oa

de
n

m
y

te
ac

hi
ng

sk
ill

s?

12-

H
ow

ca
n I

im
pr

ov
e

m
y

te
ac

hi
ng

?

14

H
ow

ca
n I

im
pr

ov
e

m
y

pr
es

en
ta

tio
n

al
as

?

18

-

H
ow

ca
n I m

ak
e

be
tte

r

us
e of vi

su
al

ai
ds

?

20-

H
ow

ca
n I ke
ep

ab
re

as
t

of ne
w

te
ac

hi
ng

ap
pr

oa
ch

es
?

22

-

H
ow

ca
n I ke
ep

ab
re

as
t

of ne
w

te
ac

hi
ng

m
et

ho
do

lo
gi

es
?

25-

H
ow

ca
n I w

or
k

m
or

e

ef
fe

ct
iv

el
y

w
ith

sm
al

l

gr
ou

ps
?

27

H
ow

ca
n I

im
pr

ov
e

st
ud

en
t

le
ar

ni
ng

?

30-

H
ow

ca
n

th
e

te
ac

hi
ng

en
vi

ro
nm

en
t

be

im
pr

ov
ed

?

32

H
ow do I kn
ow if m
y

as
se

ss
m

en
ts

re
al

ly

te
st

st
ud

en
ts

'

kn
ow

le
dg

e

an
d

sk
M

s?

34

H
ow

ca
n

m
y

co
ur

se
s

be ke
pt

up
-t

o-
da

te
?

37.

H
ow

ca
n I In

cr
ea

se

m
y

aw
ar

en
es

s

of cu
ri

en
t

ed
uc

at
io

na
l

tr
en

ds
?

38

H
ow

ca
n I

im
pr

ov
e

m
y

re
la

tio
ns

hi
p

w
ith

st
ud

en
ts

?

39

H
ow

m
uc

h

of m
y

tim
e

sh
ou

ld I de
vo

te

to st
ud

en
ts

'

pe
rs

on
al

pr
ob

le
m

s?

40-

H
ow

ca
n I be
st

pr
ov

id
e

le
ar

ni
ng

su
pp

or
t

fo
r

st
ud

en
ts

?

42
43A

dm
in

is
tr

at
io

n/
M

an
ag

em
en

t

-

H
ow

ca
n I be

tte
r

m
an

ag
e

m
y

tim
e?

44.

H
ow

ca
n I

im
pr

ov
e

m
y

ad
m

in
is

tr
at

iv
e

ab
ili

ty
?

48-

H
ow

ca
n I su

rv
iv

e

in m
id

dl
e

le
ve

l

m
an

ag
em

en
t?

47-

H
ow

ca
n I ev

al
ua

te

st
af

f

ab
ili

tie
s

w
ith

ou
t

en
cr

oa
ch

in
g

on

ro
fe

ss
io

na
lis

m
?

49-

H
ow

ca
n I

im
pr

ov
e

th
e

co
lle

ge
%

at
tit

ud
e

to
w

ar
ds

m
y

de
pa

rt
m

en
t?

51

-

H
ow

ca
n I ch
ai

r

m
ee

tin
gs

?

52

In
du

st
ry

L
in

ks

55

.

Pr
ow

ca
n I m

ak
e

co
nt

ac
t

w
ith

lo
ca

l

in
du

st
ry

/c
om

m
er

ce
?

56-

H
ow

ca
n I fi

nd ou
t

w
ha

t

lo
ca

l

in
du

st
ry

/c
om

m
er

ce

w
an

t?

57

-

H
ow

ca
n

co
ur

se
s

be be
tte

r

ta
ilo

re
d

to m
ee

t

th
e

ne
ed

s

of

in
du

st
ry

/c
om

m
er

ce
?

60.

H
ow

ca
n I .

up
-t

o-
da

te

w
ith

in
du

st
ri

al

de
ve

lo
pm

en
ts

?

62-

H
ow

ca
n I ... . ou
t

ab
ou

t

in
du

st
ry

re
st

ni
ct

ur
in

g?

65

Pr
of

es
si

on
al

M
at

te
rs

H
ow

ca
n I

de
ve

lo
p

te
ch

ni
ca

l

sk
ill

s?

H
ow

ca
n I m

ar
ke

t

m
y

co
m

es
?

H
ow

ca
n I im

p.
ov

e

m
y

co
ve

r

pr
os

pe
ct

s?

H
ow

ca
n I bu
st

us
e

m
y

sl
cU

ls
?

H
ow

ca
n I fi
nd

ou
t

w
ha

t's

ha
pp

en
in

g

in lo
ca

l

se
co

nd
ar

y

sc
ho

ol
s?

Si
bi

lo
gr

ap
la

y

A
pp

en
di

ce
s

67
68

so
71

73
74

75
79



IIITRODUCTION

The purpose of this monograph is to suggest approaches that new as well as
experienced TAM teachers may find useful in answering some of the questions
may lead to Improvement in their teaching effectiveness.

These may also be value in using the questions and strategies for staff development
purposes. The aims of this publication are to:

stimulate thinldn,g on a broad range of topics related to teaching in TAFE;

provide the incentive to answer the quesidons that are often asked by Timm
teachent;

encourage the process of selfappraisal and to provide some direction on
techniques to develop further sIdlls;

provide a reference document for discussion by TAFE teachers.

Overall the emphasis in this monograph I. to provoke thoupt and discussion rather
than to provide the 'answers' to the questions listed. The &ct,,, t therefore is not
intended as the delinitive text an TAFE : individual TAFE teachers will need to
analyse the issues relevant to them and undertake additional research in order to
further upgrude their teaching &AL

There are live steps in the production of the monograph:

(a) full-thne teachers at a major metropolitan TAFE college were asked to list the
questions which they thought should be included in the book

(b) a panel met to discuss ways in which the questions could be answered;

(c) appropriate suggestdons were found to answer the questions;

(d) the draft monograph was commented upon:

(e) the final monograph was produced.

Particular thanks are due to Ms Vivian Carroll, Assistant Director (Educational Services).
Hoc Hill College of TAFE, Victoria, for her help at the first stage in the monograph's
development Thanks are also due to the panel which included: Mr R. Hodge, Mr M.
Sachase and Dr T. Sandercock. Susan Dean helped with the final editing of the
publication.



HOW TO UM THE BOOK

The monograph is divided into two main parts:

the ausalima. each of which Is discussed, together with possible strategies for
answering than and useful reference tuts;

the
be

which gives examples of 'tools' such as a questionnaire which could
en attempting to answer questions.

Almost all of the questions were supplied by full-time college teachers, who were asked

effective teachers.
to identify the questions which. If answered successfully would indicate that they were

The questions have been grouped under the following headings:

contextual

teaching

administration/management

professional matters

tndustty links.

To use the book, select your area of interest, the question(*) you would like to answer,
and refer to the appendix when usefuL For further reading on a particular topic,
consult the references.

This book is a guide: it raises issues and offers suggestions. Other strategies useful for
provoking professional self-development include:

additional reading of books, journals. articles:

discussions with colleagues:

discussions with your line manager

seeking feedback from students:

attendance at seminars and workshops;

visits to other colleges:

visits to industry.

TAFE teachers need reg'ular self-evaluation. It is upected this book will assist in this
process. The book should also encourage teachers to work together rather than as
isolated individuals.

2 7
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Question:

How is my college changing?
Colleges have changed in major ways during the past five years or so. These changes
include:

Mcitased college decision-making. This means additional managerial skills need
to be learned by teachers:

teclmological developments. 1tachers need constantly to upgrade their skills
and acquire new skills and also to consider how new technologies might change
the traditional teaching role;

open learning. Teachers need to develop new curricula and new assessment
procedures to promote open learning;

increasing emphasis on student-centred learning. 'Ibis means changing teaching
practices to promote student participation and co-operation in lesson planning
and course evaluation;

changing student population. There is an increasing need to consider the
diversity of student educational, employment. cultural, and socio-economic
contexts in order to achieve equity;

award restructr. This requires teachers to respond quickly and appropriately
to changes in orce needs for ironing;

institutional amalgamations.

Strategies:

Obtain publications and circulars about your college's policies and priorities. It is likely
that these will have been distributed during the past few years, possibly before you
arrived at the college. Your line manager should be able to help you obtain the
information.

Research your college profile:

informally interview your colleagues and students;

seek clarification from your line manager

find out about, and became involved in, college committees;

read TAFE Journals, publications, conference papers and other 'industry'
publications;

attend staff training seminars;

research new curricula within TAFE and in universities;

investigate new teaching practices being used throughout TAPE nationally.

ithfinina
"The Australian Journal of TATE Research and Development".
'The Aristrallan TAPE Teachee.
Vocational Education and Training Database (see Appendix H)
These three publications will help you to keep up-to-date in Mama areas.

4
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Question:

How should I regard my role es a teacher?

As a teacher. you are involved in one of the most important of professions. Your
profession inclucles:

course information preparation;

student selection:

planning and organising your program:

teaching. using a variety of approaches:

facilitating learning:

awssment of students:

organising learning support for students;

public relations/inclustrY liaison;

course evaluation.

trategies:
The 1990 National Review of TAPE Teacher Preparation and Development will provide
many helpful ideas. Those publications documenting this review will be available in
your library.

lt can be useful to develop or use a check-HA (like the one below) as one component of
the evaluation of your own role. You could rate yourself on the following scale.

Outstanding (1) - Very exceptional performance

Good (2) - Better than required

Satisfactory (3) - The expected pexformance;
consistently meets requirements

Poor (4) - Performance generally is below
that required in the position

This scale, and the checklist, have been adapted from the Tea Tree Gully College of
TAPE (South Australia) , '11'4" ;ft' lir (illeY form only part of
the program, which is " more extensive 1# oil I - I -4 pea*, as well.) Some
additional questions have also been included.



E - Ability to interpret curriculum documents and relate these to the needs of
individual students.

- Ability to specify course aims and objecttves.

_ Ability to proMe and diagnose individual student needs.

E:1
_ Ability to choose appropriate course structures and/o7 delivery modes to meet

the learning needs of individual students.

- Ability to choose or develop appropriate learning resources to meet the needs
of individual students or class group.

- Ability to recognise the appropziateness of particular evaluation techniques in
relation to course structure and client proMe.

fl - Ability to refer individual students to appropriate remedial support areas (i.e.
Individual learning difficulties i.e. ESL/Literacy/Numeracy/Course Pre-
requisites).

2 ITACHIIKII

El Ability to employ a range of teaching methodologies amongst various learning
groups.

- Ability to create and maintain an effective learning environment.

Ability to communicate effectively in written and oral mode.

- Ability to be effective in presenting information via:

El(1) lecture mode

EJ(2) tutorial environment

(3) sman discussion groups

El- Ability to generate student involvement wIthin the learning environment.

Ability to set an appropriate learning climate.

Ability to maintain discipline within the learning environment.

- Ability to use appropriate audio-visual and other technological equipinent in
the learning environment.

- Ability to give and receive feedback in the classroom setting.

- Ability to be effecUve using open learning strategies.

6
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- Ability to negotiate appropriate assesunent criteria with a learning group and
individual students.

- Ability to understand and support the need for course standards.

- Ability to deal sympathetically with students who are failing to meet minimum
courae standards.

- Ability to direct students to appropriate learning support.

4 PERSONAL &MINUTES AND SKILLS

Working with Othen

- Them work skills, ability to co-ordinate tasks and people, effectiveness in
furthering the achievement of group goals.

Judgement

- Soundness of conclusions, decisions and actions.

Application and Drive

Commitment and perseverance necessary to get a Job done.

Initiative

Abihty to take action independently, to generate new ideas and actions.

_ Ability to consult with related parties in and outside TAFE.

Dependability

Degree of reliability in assuming and canying out the functions of the position
held.

Analytical Sktlas

- The ability to Identify the component parts of a problem or situation and to
see the functional relationship between them.

iteand Keeping

- Ability to record conclusions, decisions and actions for future reference.

5 wawatuner ISSUES

Orgenhationel Climate

- Ability to create and manage a work environment which encourages
innovation, productivity and positive staff morale in a program team. section,
faculty or the overall college.



lifssorusso Ilensipment

D - Ability to effectively manage rcsources with and for the team so that optimum
productivity is maintained and program continuity is assured.

Bduoational Thin Wog and Analysis

- Ability to geuerate and stimulate ideas and discussion on
educational/administrative Issues which ensure continued growth and vitality
within the organisation.

Leadership Skills

Abi kW to operate in a variety of leadership styles and to effectively judge their
appropriateness to the needs of individuals in the team.

Communication

- Ability to communicate effectively to ensure the enhancement of interpersonal
skills, information sharing, direction and feedback.

Planning

- Ability to forecast, to be forward-thinking and to be able to lead the team in
setting appropriate aims and otdectives for the organisation.

Delegation and Follow-up

_ Ability to delegate within a negotiated structure which ensures appropriate
follow-up.

- Ability to record expected outcomes. and to assign responsibility for action.

Motivational Skills

Ability to encourage and achieve high levels of performance by members of the
team.

Developing People

- Ability to manage a structured program of staff development whereby
indWiduals are provided with new knowledge and opportunities to develop
skills.

Judgement

- Ability to arrive at sound decisions via an appropriate mix of research, advice.
action. etc.

Departmental Knowledge

An appropriate knowledge of TAFE policy directions, trends and structures,
which enables the team to operate appropriately within the context of the
coBege, network and department.

General Inowiedge

_ An te knowledge of the social, economic, political and educational
context 'TAM in the 1990s and beyond.

8
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I

If you are dissatisfied with your rating in any of the preceding areas, any of the following
strategies may be useful:

- answering more detailed questions in this book:

- reading relevant references;

- discussing any areas requiring strengthening with a colleague.

You might also find it helpful to summarise your self-evaluation. This summary can
also form the basis of discussion with a colleague.

Strengths things I do best:

11111111111111M

111111
IP im la

Needs - areas in which I would like to improve:

4711.MMIIM10001114111=W111

Mageesn. P. (1990). 142clitt4lted
National Centre for Research and

fir college encutives (FACE). Adelaide: TAFE
1 II -III

Hall. W.C. al (1990/91). National review qf TAPE teaciwr preparation and
development, Adelaide: TAFE National Centre for Research and Development.

Guthrie. H. (1988). Making changes, Adelaide: TAPE National Cenire for Research and
Development.
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Question:

How can I broaden my teaching OM?
Previously teaching frequently entailed standing in front of a group and lecturing. The
trend is now to 'student-centred learning' which requires a variety of approaches. In
many cases lecturing will now not be the most appropriate way.

Strategies:

Teachers need to develop different approaches to suit the diverse range of individuals
and learning situations. Students are now encouraged to become actively engaged in the
learning process instead of passively listening to the teacher.

The teacher must adopt strategies that enable htm/her to:

identify differemt stages of skills development for each student to ensure effective
programming of suitable learning activities. i.e., develop an initial assessment
format to determine strengths and needs. This is undertaken most effectively in
negotiation with students:

identify different teaching approaches being used by colleagues and across
program& These may include:

lectures
- demonstrations

role-plaYs
facilitation of student discovery

- varied classroom organisation. for example, whole class interaction: smau
group interaction incorporating report back; nominated (prior to information
input) student respondees. etc.

yargkaLgaigstsilgtzlinsurammt
- Ideas and information can come from the teacher, the students or a guest

speaker.

- Ideas and information can be presented by - newspapers or magazine article,
book, poem: film, videotape, audiotape, record, picture, model, chart:
whiteboard, chalkboard, flipchait: television, video, cassette recorder,
overhead projector: visit, speaker: individual presentation. email group,
whole group, inter-group meetings, lecture, discussion, question-time.

- The best way to present an idea is that which gets the message across most
effectively and most vividly. This depends an a number of factors - the
nature of the idea itself, the group, the teacher, the facilities and the time
available.

- In general terms, the more concrete and active the experience, the better - a
that hand experience is one of the most powerful ways to stimulate interest

12



- pool the experience of individuals
- encourage students to learn fmm one another
- develop oral communication skills
- encourage the =dump and examination of opinions and attitudes
- build students' confidence
- develop individual learning
- encourage students to take responsibility for their own learning
- foster cooperation and good relations.

gncourage discussion which:

- clarifies and encourages a critical approach
- arouses interest in the subject
- helps get Ideas in sequence
- actively involves the student m the learning process.

Identify the different assessment approaches being used and developed by
colleagues and across programs.

Ident* the different approaches to learning being offered by colleagues.

Teaching staff who incorporate student-centred learning into their teaching practice may
need to:

review their understanding of the learning theories on which student-centred
learning is based:

develop techniques in instructional design as well as in electronic publishing in
order to produce and modify student-centred learning materials.

EgfaSniata
Hall. W. (ed.) (1991). Teaching in a TAPE college, Adelaide: TAFE National Centre for
Research and Development

Hallinan. J. (1990). How to get the rnost out qf teachtng - A guide for lawyers, Sydney:
The Law Foundation of New South Wales.

Kroehnhert 0. (1990). Basic training for trainers. Sydney: McOraw-Hill



Queb tion:

Bow can I improve my teaching?
This must be the most frequent question asked by teachers. There have been =onerous
books written on the topic, and many thousands of teacher effectiveness' questionnaires
produced. lb answer the question you will first need to find out what improvements are
necessary; what your strengths and weaknesses are.

In attempting to answer the question you may face some challenges. especially if another
colleague or line manager is to assist you. However, you can answer the questions
alone, as well as with a colleague, or by getting feedback from students. Various
approaches are described below.

trategies:
The most common approaches to answering this question are the use of a questionnaire
or by recording a lesson. Other strategies such as observation and feedback from a
colleague or line manager, and group discussion may also be used, as indicated in the
following table.

TECHNIQUE
r

Sound
recording

Video
recording

Questionnaire Direct I

I observ. ;

Group
Disc.

WITH

WHOM

Alone / / /

Colleagues /

----

/ / /

,

/

Line-
Manager

/ / / /

,

Students / / / / /

EMAIL ladakommicanimaismkiag
Instaigiliamagullasa
The simplest approach is to place a sound cassette recorder in an unobtrusive place and
to record a teaching session. The recording can then be analysed with a critical friend.
who may be a colleague, student, line manager or industry representative, looking out
for

clarity of speech and epression;

teaching style (did you ask any questions, or merely give information?);

structure of presentation (was there an introduction and a conclusive);

speed (was sufficient time allocated to students to ask questions?);

student participation (number of student questions may be one gauge of student
involvement);

14
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licriAmmoihri

The quickest and one of the simplest approaches to answering the question Wow can I
improve my teaching? is to ask a trusted colleague to sit at the back of the room while
you are teaching, and to make notes about your teaching and the students' responses.
It can be helpful for the obserrer to divide a sheet of into one minute blocks of
time and, by using a suitable shorthand, indicate what is , 1, during the teaching
session in some detail. The 'shorthand' might include:

1' talks to class

0 outlines aims of lesson time and tasks set

Q asks question(s) of class

D demonstrates

P uses overhead projector (or other visual aids)

L listens to student(s)

S student work groups

F follows up lesson planning time with students

R reviews lesson tune. Le. the main outcomes, were lesson objectives met?

Time
(mins.)

Activity

1/2

1

1.1/2 T D

2 T P Q

2.1/2 L

3 T

It is then possible to produce a detailed breakdown of how time was spent, which
activities went together, and so on. You and your colleague can then use the analysis
as a basis for your discussions on how to improve yelir teaching.

SEHOLOWININI

In student group discussion, a minimum of three and a maximum of six students meet
with you (sitting in a group) to discuss your teaching.

Effective group discussion is only possible if you know your students well and if they feel
relaxed in your preseme. Even when they trust you not to penalise them for making
negative comment& some students may prefer to tell you what they think you want to
hear. Thecefore, this technique must be midertsken making uee of open-ended
questions with a specific purpose. 04. What did you find useful? How could the
presentation be improved? Appendix 8 shows different ways of seating groups.

=discussion can occur with other teachers, e.g. quality circles. MX also often
staff development needs. One of the best is to plan your

with another colleague. Teaming is a way et " ideas ant learning
glielletichticasother. rind another member of staff who is , same subject (or
module): this could involve mskmg links with another college.

16
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Question:

How can I make better use of visual aids?
The most widely used visual aids ant the chalkboard (or whiteboard) and the overhead

ector. At Ones. both are very poorly or inefficiently used. The chalkboard is
eutly employed as a giant pad; and overhead projector transparencies often

consist of typescripts or pages from text Wad,, both of which are usually tnappropriate
for projector puiposes, because they may contain too much information (which is
illegible or decult to read when projected).

Video recordings. Instead of being short and effective learning tools. a..e frequently of full
program length and hence become entertainment rather than teaching techniques.

trategies:
Reference books exist on the preparation and use of audio-visual aids (some texts are
given at the end of this section). Read a selection of these and compare their advice
with your current practice. For example, the references outline:

how best to layout information on a challtboard/whiteboard

where best to position a screen in front of a group of students

where to stand in front of a group

how much information to print on an overhead projector transparency

the most effective ways to use transparencies

how to make the best use of handouts to complement your presentation

how to ensure the wording is clear.

The drawing shows where to position an overhead projector.

Tilt the screen et 100toximehlht
woo Met the inv.. is Wave,

like this El rether then ItiytofW shillnd. like thill

The finthe of visibility depend an the
eke end cpellw of your
Cheek by up est=ritt

S. Make Surf you dont stand in olawoom with a qpioel tranepsrenoy
front Of the wenn. showing.

m
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lb assist you to determine how successful your visual aids are, you could carry out the
following tests before your class arrives.

1. Stand at the back of the mom and see how easily both prcdected and written
material can be read.

2. Walk around the room to determine whether a sound recording can be heard by
everyone.

3. Work out how long it took you to prepare a transparency and make sure that at
least that amount of time is given for students to assimilate the material and take
notes from it.

4. Determine at what points to stop a video for short disucssion. Generally. discussion
should occur every 3-6 minutes.

The best positions to sit or stand when using an overhead projector are shown in the
diagrams. Compare these with the ones you usually adopt.

Finally, ask your students whether you are making the best use of visual aids. If the
group is large, let them work in groups of two or three, writing down their questions and
answers for you.

Whilst the overhead projector is widely used in TAFE other useful visual aids include:

television

video

slides

interactive video

computer-assisted learning

posters.

Egrgirain
Hall, W. (Ed) (1987). 7taching in a TAPE college. Adelaide: TAFE National Centre for
Research and Development.

Adelaide College of TAFE (1991). Teaching tedmologies and how to use them. Adelaide:
TAFE National Centre for Research and Development.

Hallinan, J. (1990). How to get the most out of teaching - A guide for lawyers, Sydney:
The Law Foundation of New South Wales.

Kroehunert, G. (1990). Basic training for trainers. Sydney: McGraw-Hill.



Question:

How can I keep abreast of new teaching approaches?
Keeping abreast of new teaching approaches (not just technology, like the overhead
projector. but also developments in teachIng and learning like 'open learning') is very
=portant, but is an area which frequently gets neglected because of shortage of thne.
Here is e selection of new technologies:

computer-assisted learning
con1Puterinaniged learning
teleconferencing
interactive video
video conferencthg.

It is important that you keep up to date with educational innovations such as 'open
learning', a concept currently gaining prominence. Open learning is an =mall which
may. or row not, use technology like the computer or video.

trategies:
Educational technology publications will help you to keep abreast of new teaching
technologies. They usually cover the ug-ole range of teaching approaches (including
learning models) as well as equipment. Consuk your library and find the journal which
best suits your needs.

Other strategies include:

get on the mailing list for product brochures
attend training manners and formal courses
read conference papers
read reports produced in TAFE.

You should take advantage of staff development opportunitim and also learn from other
colleagues who are already using the equipment or teaching approach.

Learning is becoming more 'open'. Most courses are not entirely 'open' or entirely
'closed': they sit on a continuum:

Closed < > OPen

Consider 'attendance' as one of the criteria. This can vary as follows:

Closed Open

Med attendance pattern: Attendance negotiable at No attendance required:
fixed classes at pre- students' own student workthg
determined times convenience wherever It is confenient.

The derdflon of open learning used by the Manpower Services Commission in all of its
literature is:

A term used to describe education and training schemes which are designed to
meet the varied requirements of Individuals - for example as to what, where,
when and haw they lawn. Organisations make these freedoms of time, place and
method poasible by providing carefUlly planned, flexible learning pookage. This
enables the learner to study, for much of the time if necessary, away from the
direct supervision ot the trainer.

22
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The following table offes comparisons batman open and closed leamins you can
evaluate your teaching style using this table far your teaching style to be evaluated. It
is taken from Freshwater. M. (1980). 'How open ie open? Trainfng and deuslopnent.

37-38.

OPen

FINDING OUT AND OILITINO
ACCESS

Annual prospectus and leaflets.

Numbers limited (e.g. by class size,
etc.) or open to select few.

Set entry requirements (e.g.
e)camination resuks).

Faced enrolment (e.g. once or twice
per year) and start times.

2. WHAT

Whole programme must be talcen.

No credit given for past experience.
Learning objectives set in advance
(e.g. by validating body or tutor).

No guidance given tu enable learner
to decide what to learn.

Content of - u based on past
skills and , . e taught or what
tutor decides is needed.

The tutor can only offer what he or
she has produced.

3. WIIIIMM

Learning only available by visiting
training centre or college.

Regular fixed atten dance required.

Practical and experimental work
require fixed periods of attendance at
centre, workshop or laboratory.

4. HOW

Learning relies on constant face-to-
fsce contact with tutor.

Only one method of learning offered,
e.g. classroom instruction.

Only one medium used (e.g. notes).

Schemes marketed. Information
constantly updated and available to
learners.
Open to all who need the programme.

Self-usessment and
turangements to enable learning to be
tailored to need.
Entry to programme at any time, no
administrative constraints.

Learning tailored to need. Individual
elements (parts) of the content can be
selected.
Past experience rec
Learner involved inrocrudliting
otjectives or has free choice.

Advice and help given to enable learner
to decide what to learn.

Content established by analysing learner
job or speaking to practitioners to
identify current and developing needs.

The tutor can offer a variety of materials
and uses those produced by others.

Learner chooses place (e.g. home, work
etc. as well as centre or college. if
required).
Attendance only when leamer.requiri es it
(e.g. for guidance or
P-Ictical and _., _. ,,., .11 can be
. red through , . ., kits. old open
aLvess to centre. workshop or laboratory.

LearnM4 can take place individually or
remote him the tutor.

Choice of learning methods and learner
actlytties.

'variety of media used (e.g. tape, slides,
text. etc.).



Learners are required to pace their
learning to Dud timetable.

Courses last a fixed time.

5. SUPPORT

No guidance available during
programme.

Only teachers or specialist trainers
are allowed to deliver/support the
learning.

Support only available face-to-face.

5. ASSESSIEENT

Annual formal examination only
possible, external examinations
extensively used.

Assessment norm based.

Assessment methods set by tutor.

No feedback on performance is given.

Assessment dates are fixed and non-
negotiable.

Overall assessment only available.

Learners decide the pace at which they
will work.

Courses end when learners achieve their
objectives.

Advice, ck unselling and guidance, as
well as tuition available if required.

Support available at work, home, college
or centre, i.e. wherever tt can be
encouraged.

Support can be by a variety of methods
e4 telephone, frace.to.face, through
discussions with collesgues or friends.

Variety of assessment methods available,
to reflect achievement during the
learning programme for whole or part of
course.
Assessznent criteria and competency-
based.
Assessment methods negotiated with
student.
On-going feedback on achievement given
to student.
Learner decides when to be assessed.

Assessment possible for each module of
course taken.

Discussion of the results with other members of your department of your evaluation
should be helpfuL

=num
Anderson, John Prof. (1990). Evaivating effectiveness 9f usthg technology. DENT repott
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Question:

How can I keep abreast of new teaching methodologies?

The outer questions 'How can I broaden my teaching s1r411s7 also has a bearing on the
question. ltwhing methodologies include:

small soup discussion

role play

shnulation

wolicahops

conferences

debates

case studies

guest speakers

telematics

distance learning, e.g. teleconferencing, interactive television

modularised/self-paced learning

competency-based learning

peer tutoring

aean-mode learning.

This is a brief summary that reflects present teaching practice. Chose the methodologies
that best help you to achieve your course aims and are within your budget

Strategies:

Your library will be able to provide you with publications which cover many of the
methodologies listed above. The following will also be useful:

reading higher education teaching journals

working in teams with other teachers

observation visits to other colleges

training seminars

holding discussions with audio/visual staff

organising technology demonstrations at your college

visiting other classes.

=et r ehn Foyster has summsrised the components d competence.
-based learning and assessment are becoming increasingly important in

25
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A useful statement about the nature of 'competence' must provide evidence about
three elements:

(I) details of the range of skills performed within the competence. This needs
to be stated precisely and concisely and will refer to two kinds of skills:

routine skills, which usually have a definite outcome (for examPle.
a typist typing correspondence);

non-routine skills, which require the ability to deal with
irregularities and changes in the work environment, such as
managing time and stress;

(ii) the standards of that performance in terms of such things as -

a production rate

an error rate

a level of quality

(iii) the conditions under which performance is required, such as the work
environment(s), time constraints, equipment constraints.

An analysis of the courses you are teaching using the above criteria could present
challenges to you and lead to new ways of teaching.

HERDSA News (Newsletter of the Higher Education Research and Development Society of
Australia).

Foyster, J. (1989). Getting to grips with oompetenoy-based training and assessment,
Adelaide: TAFE National Centre for Research and Development.

Tratntrw development tn Australia (Journal of the Australian Institute of Training
Development).



Question:

Now can I work more effectively with small groups?
The teacher who is a poweifill presenter of information In a lecture may not be so
effective with small groups. However. in order to fulbt integrate Mformarion, students
need an opportunity to interpret and apply the lecture content. This is done most
effectively when students have an opportunity within a 1113311il group to discuss.
summarise. clarify. and =plain their understanding of the content. Small groups, which
may (or may not) include the teacher.

trategies:
Some *calves are best achieved by small group work while others are best achieved by
employing different teaching approaches. Knowledge alias covering the learning of
factual information can often be more appropriately (and economically) achieved by
lecturing, using computer-aasisted learning, or by reeding and discussion. Problem-
solving aims. learning how to work and interrelate with others, and some attitudinal
aims are best achieved in groups. Therefore, your first task must be to decide what
aims you are trying to achieve and whether group work is the most appropriate
approach in achieving these aims.

If group work is the most appropriate approach. then you should answer the following
questions:

I. the group sitting in the most suitable way? (See Appendix B.)

Does anyone dominate the group? If so, what can I do about this?

Does anyone not participate? If so. what can I do about this?

Are the 'rules' of small group work understood by all participants?

Does each member of the group know what they are supposed to be achieving?

In other words, the aettvities of the sman group need to be alma

You can find out what students think about the effectiveness of the group in the
following way:

(a) give all students two pieces of paper. On one they write 'Good things about the
group' and on the other Iteccesenendations to improve the group':

(b) students form pairs to discuss their answers and to clarify statements;

(c) groups of four discuss possible solutions to the problems and ways of strengthening
the group's strong points;

(d) the whole group discusses the problems and possible solutions.

It Is important to eve group process guidelines:

- one person in eadi group to take a leadership role in negotiating the order of
undertaking tasks, the process and the timing with other group members:

- one person to be note-taker

- one person to be tune-keeper.
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Question:

How can I improve student learning?
This question is linked to the earlier question 'How can I improve ray teaching? There
are mow learning techniques on the market, but the first stage is to And out whether
'student learning' is the real problem and, if so. whether it applies to the whole course
or just to parts of it.

trategies:

You may find It useful to collect some, or all, of the following information:

- information from students

- information from colleagues

- Information from employers.

illa926110MAIMILinditlitl

Assessment results (covered in another question) give some indication of how well
students are learnint However, the type of assessment used I. significant in
determining how effectively student progress is being measured. Assessment needs to
measure the course aims and which may include:

information

practical application

problem-solving

skills acquisition

transferability of skills

ways of keeping skills up-to-date. .

Feedback from students (using questionnaires, group discussion or interviews) may also
be usefuL These are covered in a separate question. Getting students to think about
how they best learn can be a useful first-step.

Colleagues who are knowledgeable about the course you are teaching can assist by
analysing the syllabus assesomaits and teaching method. They can check
that the course atms are aear and linked to the assessment, that content does not
contain errors and is up-to-date, whether the course is pitched at the correct level, and
whether tin whole topic has been covered. They may outline ways that have proven
effective in helping student learning.

illi1120111111.111111.11111/211M

Where students are doing a course directly related to their employment, most employers
will have an opinion on students' achievements. This M1131111108 the need to maintain

=communications with entpkiyers. Professional association ;marts an be helpful.
Industry Training Conmsittees will sometimes have useful 0_74°r:intim (see

Appendix
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Students lean better if the emmples chosen are relevant and dirsotty related to thew
work. Therefore. you mr need to visit employers to collect ideas for such eamples and
to promote employer Involvement. Trade journsIs will also provide up-to-date eacemples.

Confucius in 450 BC summarised an important principle of learning:

I hear and I forget
I see and I remember
I do and I understand.

How can this be applied to your teaching?

Eglianni
Ramsden, P. and Dodds. A. (1989). Improutng teachtng and courses, Melbourne: Centre
for the Study of Higher Education, University of Melbourne.

Trade Journals (available in your library).

Rogers, J. (1979). Adult learning (2nd ed.), England: Open University Press.
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Question:

How can the teaching environment be improved?
Most of us quickly become accustomed to our Immediate enirvonment. regardless of haw
good or how poor it is. Only when we visit other places (colleges for exempla) does it
occur to us how well (or how badly!) we are treated. However, the 'atmosphere of a
place is important, not only because of brat impressions made to a visitor, but also
because quality of work can be affected by the environment.

There are two aspects to the question: the college as a whole and your (immediate)
teaching environment. Both will be discussed.

trategies:

There are general questions which can be posed about the college; and specific
techniques to apply to a teaching space (suth as a lecture theatre or workshop). Both
are ck....-icribed.

General attentions about the college

What does the college look like from the outside?

Can the general public easily find their way around the college?

Is general information readily available?

What is the immediate impact on entering the college?

Is there a canfortable, friendly reception area?

How quickly and how well does the switchboard deal with telephone callers?

What student facilities are available? Are they adequate?

How are the buildinp treated by students?

What staff facilities are available? Are they adequate?

Do the pinning meet health and safety requirements?

Are support services (e.& word processing administnition) adequate?

Are buildings accessible to people with disabilities?

Answets to questions such as these can then be discussed at departmental meetings.
together with suggested ways of =Mpg improvements.

The most important question to ask is:

Do I like to come here?

If your answer is 41Vo', then you need to find out why. For esample:

Is the 'clhnate: of the college helpful?

Is the course I sin teaching stimulating?
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Question:

Bow do I know if my aseeeemente really test students' knowledge
and skills?
TAPE courses have clear aims and therefore the important question is: Does the
assessment actually test the achievement of those ahms?

In order to evaluate the effectiveness of usesaments you need to be clear about the
ammo of the assessments; for exmnple, are they designed to give:

feedback about student progress for the teacher

feedback about student progress for the student

feedback about student progress for the employer.

The outcome of the assessments needs to include:

revision of course content as appropriate

review of course delivery where appropriate

organisation of learning support where relevant

redesigning assessment procedures where appropriate

celebrating/acknowledging student successes.

You need to ensure that all students understand the assessment process at the
Imaging of your course.

trategies:
lb help you answer the question, you will need to produce a specification matrix for
your student assessment. This is an important stage in wows your assessment. Here
are the steps:

list the aims of your course;

list the assessment techniques which are used to contribute to a student's total
score;

produce the matrix (an example is shown below);

show the percentages actually allocated to each course aim by each of the
assessment techniques;

compare the matrix percentages with the percentage weightings you believe
should be allocated.

The following matrix is a simple example; In reality you will have more aims and
different techniques.

38
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AIM

=WWI=
TOTAL

Multiple-
choice
test

.,

Practical
assignment

intervi w Written
assignment

A
s
c
D
E 1

10

15
15
-

10
10

-
10

-
10

-
-

-
-
10

10

20
20
25
15
20

TOTAL I. 40 30 10 20 100%

MEM& Mssssmsst

The disciplined process of producing such a matrix will often reveal:

not all aims are. in fact. being assessed:

too much (or too little) weightMg is being given to some aims;

some 'unwritten' aims are being assessed; these should therefore be made
explick.

The critical aspects of effective assessment will include:

clarity of expectations to students. i.e. `moder formats where appropriate;

varied assessment formats. Le. multiple choice, essays, practical demonstrations,
oral presentations, group project reports, portfolio, products. etc.

It is important to select an appropriate assessment format for the knowledge and skills
you wish to assess. Consultation needs to occur with:

colleagues

your line manager

students

industry

staff who have assessment expertise.

Competency-based training and assessment are becoming increasingly important areas in
vocational education. You can use the following extract from John royster's book as a
check-list for your courses. including assessment.

In a competency-based training program teachers will be involved in:

adapting to changes in emphasis in learning:
- less emphasis an time-serving and more on skills acquisition.
- le

industry;
sths em

he
phasis

In tan

the learner's needs of and appmpriate locating
af e learner

taking an increased role in researching the skills to be developed and in
Naming ways to enhance the acquisition of those skills;

adopting a different role towards learners:

-,1111, I
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their active learning rather than 'setting the pace%
on progress, and

- playing a significant role in Judging progress against specific criteria;

participating in the preparation of learning materials or a much larger scale
than in 'school-type' enviromnents.

Patiginni
Thomson, P. and Pearce. P. (1990). Testing times a studg cif assessment on and cal tne
job, Adelaide: TAFE National Centre for Research and Development.

Thomson, P., (1988). Student assessment, Melbourne: Nelson Wadsworth.

Hall. W. (Ed.), (1987). Teaching in a TAFE college, Adelaide: TAFE National Centre for
Research and Development.

Fwder, J., (1990). GeMg to grips with competency-based Waffling and assessment
Adelaide: TAFE National Centre for Research and Development.

Thomson. P.. (1987). Thies about the SOITU state cd" student assessment Australian
Journal of TAFE Research and Development. 3(1).

Thomson. P., (1988). Inappropriate uses ct tests tn vocational education. Australian
Journal of TAFE Research and Development. 3(2).



Question:

How eau my courses be kept up-to-date?
All WE courses are - A . 1 reviewed. However, the rate of change in industry is
sometimes so pod that - . 0 . must be made to content, to practical examples, and to

=ilib the next formal review occurs. Changes in teaching methodology also
teontbe incorporated into curriculum. e.g. modules for self-paced learning.

competency-based learning and assessment.

trategies:

As a TAPE teacher you will want to be a part of the network of people astgociated with
your particular teaching fiekl. This network includes industry groups. State and
National Industry Training Committees, trade and professional associations, tripartite
groups (involving unions, employers and government). employer organisations and other
educational institutions offering similar courses. Many network members will produce
newsletters, reports, journals and hold meetings. You should find out about these
networks and join those which will be useful to you.

Local employers will usually be keen to invite you to visit them, to discuss the latest
developments. Students in employment who are attending your courses can often
provide information. Poquently, students are a much neglected solute of important and
up-to-date information.

Curriculum documents from other StatesMrritories, and national common core
curricula documents (mailable through your State/Territory clearinghouse) can be
helpful sources of information.

The Statentrritory branch of your trade% National Industry Training Committee may be
able to provide you with advice (see Appendix

MUM=
Australian Journal 9f TAPE Research and Deuelopment

Vocational Education and Training Database (see APPendlx
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Question:

How can I increase my awareness of current educational trends?
Educational trends can take two main Remo: Innovations In teaching (for ezsmple.
computer-assisted Mstruction) and new equipment (for ezumple, computer software).
Keeping up with your professional area is covered in another question.

S trategies:
There are five main sources of information

books, journals and videos

professional associations

departmental workshops/seminars/interviews

other people with a professional interest

conferences.

Your college or departmental library should be able to tell you what books, journals or
videos are availabk; either from them or through Inter-10%aq loan. Prdessional
associations publish helpful journals and newsletters. Two such associations are the
Higher Education Research and Development Society of Australasia& (HERDSA) and the
Australian Institute d TrainIng and Development (MD). The TAFE National Centre for
Research and Development produces a journal, and publishes research reports.
You may keep up-to-date with current research through your library's membership of the
Vocational Education and Training Database (see Appendix }).

The Australian TAFE 11;achers' Msociation produces a regular journal which deals with
a wide range of teachMg issues.

Your authority/department will sometimes conduct workshops and your college director
should receive notification of these.

There are always people who are keen to share their erpert knowledge of skills with you.
You can find out about them by reading the HERDS& MID and TAFE National Centre
publications. There is probab/y someone In your own college who is eager to share
experiences: why not circulate a memo requesting advice?

Most importantly, you need to discuss your own staff development proposals with your
line manager.

WARMAN
The Australkm TAPE Thacher.

The Australian Journal 91- TAFE Research and Deuelcvment

Training and development in Australia. (Journal of the Australian Institute of Training
and Development.)

The Vocatkasal and Training Database (see Appendk H).
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Question:

Now can I improve my relationship with students?
Students look for competent manSgeenent, clear course objectives, good teaching and
consistent, dear, dedicated professional approach, from their teachers. Informal contact
(such as social events) may be helpful to promote a good relationship - but
professionalism is what counts.

trategies:

The instructoes 8W-evaluation questionnaire produced by the Royal Australian Navy
(reproduced in Appendix A) will help you to evaluate many of the characteristics which
are Snportant. Alternatively, the South Australian College of Advanced Education's 'Self
Appraisal of Teaching' can be used and is available through inter-library loan (a sample
sheet is in Appendix H).

Sthdsndon
Seek student recommendations to promote their participation in classes:

through discussions

through questionnaires

by interviewing students on an individual basis.

Seek out successful strategies used by colleagues:

attend training workshops

talk to individuals who have a good repertoire

organise staff meetings to discuss strategies.

Raftnnliki
Rogers, J. (1971). Adults learning, England: Open University Press.

Weaver, R.L. (1987). Understanding intopersonal carnmunicatWns, (4th ed.). London:
Scott, Foresman and Company.



Question:

How much of my time should I devote to students' personal
problems?
Laurie Field in his chapter 'Background resources' in ItaginospersiLt grlemsQ0:11en Points
out that there are three possible ways to react to students'

you can do nothing

you can try, at least as a first step, to talk with the student individually

you can involve the college counsellor, either by referiizig fin student or by seeing
the counsellor yourself and getting advice about how to handle the situation.

Let's look at each of these options in a little more detaiL (They are reproduced from
Laurie Field's chapter.) However, remember that estrly detection of ' personal
problems is scanetimes possible 1,3, setting up an a te structure to deal with
problems as they arise. For 611181121*, within the open - context, a group advisor
could be designated for the pastoral care of a group of students.

S trategies:
Do nothing

Some teachers would argue that it's best to do nothing because the types of behaviours
described in each licenario are not of concern to teachers. They may well feel that
studeats are best left to sort out such matters on their own.

lb some extent, of course, this is true. Personal matters are the responsibility of
students. However, when personal situations or feelings exist which directly affect
student behaviour and learning in the classroom, then It's not so easy for the teacher to
dismiss them.

Talk to the student individually

If you talk to the student individually, you are really employing counselling skills,
whether you are aware of it or not. If this Is what you decide to do ra a particular
situation, then you will need to eve some thought to how to handle it A small book by
John Ourr, Student counislitig skins far TAM teaching (available from your teacher
training institution) offers some excellent advice, which is summarised here.

Always listen carefully to what the student is saying.

Be slow to offer your. advice. If you find yourself saying, 'If I were you I would ...'
you are not counselling, you are telling.

Explore alternatives with the student, but avoia saying what you think. Leave it
to the student to decide which, if any, alternative is acceptable.

Clive the student truthful, up-to-date reliable information on which to base
decisions.

There are several ways in which yuu can react to each situation, namely:

If the student cannot sort out the issues or personal difficulties, or if the student
needs to be formally tested, then refer him or her to the student counsellor. In
some States of Australia there ore kw* which limit the role of the teacher in
adminlitering Mtelligence and personality tests to students.
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1

Do riot promise moildentialey to students: by law you comet keep such a
promise. The most you can yeti' is to toe discretion in relation to those
the students diaclose to you. A court a/ law can order you, under oatlithn
disclose information, but do not give information a student to the police
or anyone else without consulting a senior person within t college.

Tiy to avoid recording on file any infomanon which could damage a student's
futuse chances, or could work against him or her. Many people have access to
student files. and they may not treat the information with the same discretion
that you would exercise.

Don't be discriminatozy to students in relation to sex, age ethnic background or
any other factor. The TAFE sector promotes equal opportunities for learning for
everyone.

Remember, students may not be entirely truthful in the counselling situation. At
times students may supply the answers they think you expect rather than tell the
truth. When students come to trust you they are likely to disclose more openly.

Finally, always follow up the contact with the student, as a means of offering
or further counselling support. Make contact with the student

again It is an oppoztunity for the student to seek further help if it is

Know your own limitations. Professional help may be more appropriate than 'home-
spun' PhilsasPhY1

Involve the student counsellor

A counselling service is available at many TAFE colleges, and you would be wise to
enquire about what is available. Students may be unaware of this useful service, and so
you can help by informing students about the service *lieu appropriate.

akin=
Let's 71311c, 9rd Edition, Illinois: Scott, Foreman and Company.

Field. L. (1987). "Ber.kground resources" In Teaching in a TAPE college, Adelaide: TAFE
National Centre for Research and Development.
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Question:

How can I best provide learning support for students?
In a recent study. one hundred and thirteen TAPE colleges reported on student services
provision. (This research was conducted for the Centre by Judith Haigh and Susan
Brunner of the &A. Department of Employment and TAFE.) The percentage of those
colleges providing various services is shown below.

AtisicaLkixia Emma=
Personal counselling 99.1

Career counselling 96.5
Course information and 98.2

advice
Study skills 99.1
Lists of available housing/ 74.3
gen. Information
Short-term loans 54.9

Health information 83.0

Job 91.2
Prof..tracletlir snelvice 31.0
Support for persons with a 95.6

disalviity
Sexual harassment/co 93.0
Chaplaincy 27.4
Org.sport & rec. prog. 58.4
Child care on-campus 35.4

off-campus 47.8

The report went on to state . . Abet the nugority of senior college managers, student
services officers. lecturing and administrative staff. as well as students believed that
students had a right to expect services which gave them:

academic support:

study sidle:

personal development:

information on health and welfare matters.'

trategies:
The research results Indicate that colleges have a strong commitment to providing
learning support to students. Therefore, your first step should be to find out what fs
already available and encourage students to use existing services.

If existing services do not meet a particular need, you should discuss the problem with
those in your college who have expert skills.

If learning support is needed to provide help to a sturbent to understand a piece of work
this can often best be eV= by other students working co-operatively with the person
having difficulties.
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Question:

Bow can I better manage my time?
Moot of us have experienced the itustratkm of having completed a day's work without
noting what we have achieved and berg very aware of what remaMs to be completed.
We note that our expectations for an efficient day were not realised. The problem we
face is how to use our time more effectively.

trategies:
The first task is to find out how you are spending your Me. You should keep a record
of what you do every 15 minutes throughout (at least) one week or (preferably) two
weeks. Just photocopy the chart shown in Appendix C and 1111 it in, using abbreviations
for your activities such as

T teaching

P preparation for teaching

M meetings

C travel

A administration

When completed, the chart may be used to analyse how you have used your time. This
should be compared with how you believe your time should be spent. You will probably
And that changes are necessary!

The first change should be to plan ahearl. Crisis management of time is not sensthle
and is one way to become ilL

The =I change should be to Ibt your priorities and to ensure that you are not
distracted from maintainii, these priorities. Some people find it helpful to keep a
check-list of tasks to be co!' ",..ted and check off completed tasks.

The third change may be to make it clear to colleagues that your office is not a social
club - a place where people call for a coffee and a chat. Let your colleagues know when
you are available for informal meetings.

You may end it helpful to work with someone when reviewing how you allocate your
time. Remember! Teaching evaluation should be a shared actNity. Others will be able
to give tips; and they will also be able to learn from you.

ItatittiMi
Black R. (1987). Getting things done: a radical new approcich to managing time and
achieving mote at work London: Joseph.

Genet. 8. (1985). Manage your time. London: Fontana/Collins.

Richardson. N. (1984). The tiffective use 9f tene. London: Education for Industrial
Society.
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Question:

Row eon I improve my administrative ability?
'dministration' for most TAFE lecturers will involve sane, or all, of the following:

student records

correspondence

telephone calls

meetings

submissions/repoits

college/departmental forms

budgets.

Maw lecturers regard such activities as causing a conflict of Interest because they
believe that they are diverted from the important job of teaching. However, promotion is
frequently linked to increased administrative duties and so an improvement In
administrative ability will be of significance to most lecturers. Also, many of the
activities gm important components of teaching', not separate from it, and arc part of
quality assurance.

Remember - the 5rst, vital, step is to properly organise yourself.

trategies:
It is important to am your time, not to be overwhelmed by events or to leave
administrative tasks until their deadlines (which frequently means that they do not get
done on time). A diary is an invaluable tool, not just to record meetings but also to plan
wrat. Discuss with collespes approaches adopted to use time effectively.

One approach described in Natasha Josebowites book (page 100) is to list all your
adzninistrative activities and schedule ahead time to do them at the regular intervals
they are required to be completed. Many other tuts have been written about this topic
and maw seminars held to develop skills.
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DAY: DATE:

TIME

TODAY'S TASKS S.

1. 3. 6.

2. 4. 7.

MEETINGS

.

OTHER
ACTIVITIES

,

8.00

.

9.00

10.00

11.00

A

12.00

1.00

---2.07--m---Iss"----r------m---

1100/111 IldaiLuiliaxistudepaing
Do not put off completing forms and records since this just wastes time because you
have to read instructions again on each occasion you pick up the papers.

You should develop a records system This will enable information to be retrieved
quickly.

Prepare for meetings by answering the following questions:

What is the purpose of the meeting?

Do I need to attend the whole meeting?

Do I possess the necessary briefing papers for the different agenda items?

Do I need to prepare to speak?

Can this information be gained in other ways? For example, reading minutes,
reading reports.

A draft meeting agenda is given in Appendix E.

liatiniuma
Carter, R (1988). Business administration: a fresh approach. London: Pan.

Josebowitz. N. (1985). People management, London: Colombus books.
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cation:

Bow can I survive in middle level management?

Middle level management can be a deka position to be in. You are responsible to
those above you; and you must manage those below you. You must poems
mamagement and administrative skills and you will (usually) be expected to teach.

Skills for management are developed through:

experience

appropriate fraining

line manager supervision.

You can also undertake a lot of private study, since books and videos on the subject are
plentiful.

Strategies:

The Video Arts publication cited below gives the following golden rules (page 34).

If you cannot manage yourself you
cannot manage anyone.

You cannot know how to plan if you
don't know what to plan.

The manager who doesn't know his job
ensures that nobody else knows theirs.

Those who have time for everyone end
up having time for no one.

It is easier to be busy than to get things
done.

What is urgent is not necessarily the
same as what is important.

Doing your tasks is not the same as
doing your job.

Delegation is not to be confused with
abdication.

Delegation is not about giving tasks to
pawn; it is about giving a result to
achieve.

Time is a budget item, and an expensive
one at that.
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Here are some points to consider:

Management Structures:

What structures exist?

How effective is the present structure?

Why is your role critical?

When can I delegate along the line?

Management Imam:

Styles of management to select, and appropriateness to your setting.
Expectations held by others and yourself of your role.

Management Shingles:

Effective negotiation.

Conflict resolution.

Time management.

Staff support.

Effective meeting management (Sc.? Appendix E for an agenda.)
Evaluation;

From colleagues.

From line manager.

From other staff.

Edina=
Josebowitz, N. (1985). People management, London: Colombus books.
Nixon. B. (ed.) (1981). New appoaches to management development, England:Association for the Teachers of Management.

Video Arts (1984). So you think you can manage? London: Methuen. (Video cassettesare also available.)
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joint report production.

Self-opraisal should also be encouraged. followed by joint discussion and review.

Remember, any evaluation needs to include the qualitative as well as the quantitattve
data.

itikrincla
Drucker, P.F. (1987). The eiffectWe executive. London: Heinemann.

Ramsden, P. and Dodds, A. (1989). hnproving teachtng and careen. Melbourne: Centre
for the Study of Higher Education, University of Melbourne.

Mageean, P. (1990). A:satiated appraisal far college eviscutives (FACE). Adelaide: WE
National Centre for Research and Development.

South Australian CAE (1989).
SAM.

Setf appraisal qf improvement of teaching. Adelaide:
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Question:

How can I chair meetings?

Heads of deportment and heads of school frequently have to chair meetings. Many
lecturers also have to °rankle and chair meetings. and often they wonder how
successful they have been.

Before arranging a meeting, you should rnswer the following questions:

1. Should the meeting be held?

2. Must people meet, or is electronic communication (e.g. teleconference) a viable
alternative?

3. Who should be invited?

4. Which is the appropriate room for the kind of meeting I want to hold?

Quite o(ten. It is better not to hold a meeting, especially if material can be circulated for
comment. Therefore the purpose of the meeting must be clarified to answer the first
question.

If you decide to hold a meeting, ensure that the agenda is circulated well in advance and
ask yourself the question: 'What briefing/background documents should be circulated
with the agenda7 Appendix E gtves a sample agenda.

You should invite those who are interested in the topic. Try to keep the number of
people within the range of twelve (maximum) or five (minimum). Finally. make sure that
the room Is the right size. has the right kind of furniture arranged in the way most
conducive to achieving the meeting's aims, and that the equipment you need is available.

At the outset of the meeting clearly outline

meeting aims/agenda

Umellnes (for each item if possible)

expectation of participants

how and to whom meeting product will be distributed

follow up intended.

Also ensure

time keeping is assigned

note taking/recording will occur

time is allocated for questions of clarification

partictmints have an opportunity to outline their aims.

After the meeting, you should ask yourself the question: 'How will the agreed actions be
followed up7
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1

Strategies:
Estimate your performance using the chart shown below. Place a tick in the box closest
to your estimate.

1. I prepared for the meeting.

2. The meeting achieved its aims.

3. The agenda was clear.

4. I encouraged participation.

5. I kept the meeting moving along.

6. I summarised the main points
throughout.

7. The tasks arising from the
meeting were clearly identified
and allocated.

8. The whole agenda was covered
without undue haste.

Personal estimate of
performance

Strongly
positive

Strongly
negative

=.=,N

An example of a clear agenda is shown in Appendix E. Compare it with agendas
produced for your meetings.

1 "
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Question:

Now can I make contact with local Indostry/coonnerco?
The National Review of TAFE Teacher Preparation and Development Research strongly

:Masted that TM is au the brink of ar and escalating and that there
(among other things) be an mphi on workplace-related Tøstee. TAPS.

then. Is actively involved in award restructuring. Clearly, making and maintaining
=tact with local industry/commerce will be vital to this.

It is likely that your college has already established networks with local
industry/commerce. It is =portant to clarify the college's ousting involvement with
industry. Your line =urger will assist you to identify who in your college or
department is the appropriate person to diacuss your industry initiatives.

S trategies:
You can make contact

- through trade and professional bodies

- through curriculum committees (most of which include industry representatives)

- through State/Territory offices of National Industry Training Committees (see
Appendix n

- through college contacts.

Local industry will be shown in the Yellow Pages. Training officers (for larger
organisations) and general managers (for smaller organisations) will usually be pleased to
make contact.

You can pay for detailed information about local industry from Dun and Bradstreet
(Australia) Pty Ltd. They will sell (at very competitive rates) the information you need.
For example. you may request the names and addresses (and telephone numbers) of the
Chief Executives al all electrical contractors employIng a certain number of people within
a particular postal code. Or you may need of all businesses -"I
over 50 people wit%in a capital city. Dun and Bradstreet Pan provide you ,

brochures about the services they offer.



Question:

How can I find out what industry/commerce want?
It is impottant to enquire through the formal TAM/Industry committees and advisory
groups what Mfannation currently mists about industry needs. Models of approach and

with induatry need to be investigated to ensure the most appropriate
approach is made. It is advisable that management and unions and other stakeholders
be involved in the negotiation process.

In South Australia for example. the Workplace Education Service is the first point of
approach for determining literacy and language needs ansaysis in industry. Various
college departments and committees have established links with industry: Course
Standards Groups in. for example, hospitality, tourism and hairdressing have established
curriculum links with industty.

It is important to clatify the networks that currently exist. by consulting as widely as
possible within your college and department.

It is not diMcult to discover, in a very general sense, what industry/commerce want of a
college. Questionnaires, membership of course development/evaluation/aocreditation
conmlittees, membership ci training committees, and input from professional
associations can all be helpful ways of obtaining general information. However, a little
more sophistication is needed in order to acquire more detailed information on the skill
requirements which can be used to develop courses.

trategies:
A TAFE National Centre publication iyaming Kgssili_mbegia (Hayton, dig 1988)
provides one approach to d1ng out what industry/commerbe want. The monograph
explains the gm= of training needs analysis, distMguisiting between occupational
anabvis and training needs analsia, and provides a flow chart of occupa tional analysjies.
The two diagrams Which follow are taken from the monograph. using
monogiaph would be a good start to answertng the question. An uction to skills
analyais is given in Terry Clark's book (see references). If the technique is new to you,
you should start by reading this publication.
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Question:

Bow can courses be better tailored to meet the needs of
industry/mm=0nel?
Already your college, or department, is to have consultative committees, and whops
tasks include the monitoring d courses which include representattves from industry.

Pauline Mrgeean in her report on enterprise activities in TAFE (see references below)
made the follow comments:

Tieing enterprising means researching and anticipating clients', and potentlal
clients', requirements. responding to these and ensuring clients are aware of how
TAFE can acft thetr needs. For colleges to do this they need to identify
accurst* what is wanted from them (the demand for their 'products') and to find
out whether Matt 1g 'products' meet the needs cif their potential and existing
clients. This chaLenges the all-too-prevalent assumption that TAFE staff already
know their clients' needs and how best to meet them.'

It is important to involve all stakeholders when developing courses.

trategies:
A major education/industry co-operation prcject at Ohio State University claimed that
there are at least eleven guidelines for successful co-operation:

good. clear communication between key people in industry and education;

excellence In teaching:

institutional fleability to meet industry's needs;

high quality of programmes:

good, active advisory commiftees;

quick response time by education to industry's needs;

recognition a mutual need:

administrator and teacher support:

careful and thorough Owning:

clearly written agreement or contract:

continuous evaluation.

Although originally developed higher education, the list of prerequisites for
education/indualzy liaison produced by the OECD can be adapted to TAFE. The pre-
requisites for succese are claimed to be:

thd college must be known for its ow-Bence and interest in the mea(s) of interest
to industry:

industry must be clear in its requirements:

college staff must be receptive to industrial needs;

80



a willingness to be doable by both the college and industry is required:

college staff retraining should be considered a poesibility:

there must be dynamic individuals involved In planning and development and
they must be encouraged:

industry must welcome outside advice.

The above points could be used in a check-list.

Peter Shteldruenin
use

hisofrezZlesr below) listed ways in which TAFE ard industry could

a) industry owned equipment leased out-of-hours

b) Industry owned equipment made available free out-o(-hours

c) Industry owned equipment lent on a short-term basis for 'rear work to be carried out

d) industry facilities used for teaching purposes with company staff as trainers

e) jokd facilities, especially skills trainmg centres and facilitator agencies

0 industry staff working in TAFE colleges on a paid or loan' basis.

One approach to designing workplace education programs is smarised below. It has
been developed by R Bean of the Workplace Education Service. Adelaide College of
TAFE.

I DETERMINE CORPORATE COALS AND I

IMPLEMENTATION STRATEGIES

arm N.E.S. ROLE a SCOPE
OF CMRATIONS

FORM SUPPORT GROUP

SURVEY or COMMUNICATION
PRACTICES STRUCTURES

GROUP MEETINGS TO PRIORITISE
TRAINING NEEDS

ADVERTISE PROGRAMS

INDIVIDUAL INTERVIEWS

COURSE DESIGN & PROGRAM PLANNING

IMPLEMENTATION

EVALUATION FOLLOWUP I

Maga=
Hall. W.C. (1938). TAFE/Industry partnership, Adelaide: TAPE National Centre for
Ream* and Development.

MeeenP. (1990). Education and economics: 0/deprive actfuttles tri TAPE, Adelaide:
.National Centre for Research and Development.

Elheldrake. P. (1968). The technical and highe'r education system and tradustry: Joint use
qffacillties, Adelaide: WE National Centre for Research and Development.
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Question:

How can I keep up-to4ate with industrial developments?
A TAFE National Centre publication (Wjton and Harun. 1988) stated:

manufacturing is important in Australia's mantdacturing industries
because over the nest five years it must be knplemented by medium to

Inge volume manufacturers to attain. international competitiveness those that
don't ma not survIve. It is also knportant In vocational education and TAM In
particular because training and retraining for integrated "I 1"4 requires
significant changes to a wide range of existing courses and the " I " of
new courses. The success of manufacturing is largely based on the
aldfis within our workforce.' (Page 1.

Another TAFE National Centre publication (Hall and Hayton. 1988) stated:

Industry restructuring will have a major effect on TAFE course content and
course structure. Courses prepanng indMduals for the new industry structure
(af high 4fl, new technology and integrated work organisations) will need to
develop the Individual's abilities to:

adapt to changes in technology;

more readily transfer aldlls to Dew areas of specialisation;

combine skills in two or more disciplines;

readily accept and seek retraining at appropriate points throughout working
life.

The new industry structure requires course content that provides for higher skill
levels. There will need to be;

greater emphasis ark eimeePtual learning:

greater emphasis on 'technological literacy, the social Implication, of
technological change and quality concepts in primary, secondary and tertiary
education;

the development of 'learning to learn' skills;

the development of a broader awareness of the industry and industry
restructuring in vocational courses.' (Page 8.)

These two extracts indicate how
developments. In addition there are
areas.

trategies:

it is to keep up-to-date with industrial
ant tw..hwloOW developments in most trade

Educsilonal research and development can be followed by using the National TAPE
Clearinghouse. Information about the Clearinghouse may be found in Appendix H.

Technical and scientific research and development appropria. te, to your teacbtr may be
monitored by joining the appropriate professional f,

You should also Weems the matter with your college



Peter 8heldrake hi his research on TAM/industry putnership produeed a 'typology at
intenclion6 between TAPE and industry. This can form a useful check-List and is
reproduced below.

a) In relation to people

I. staff may be employed by TAFE, and made available to industry by beint

hired as consultants:

employed by industry for 'update' purposes:

employed by industry on a secondment; or

leave-without-pay basis.

ii.Company staff may be made available to TAFE by being:

brought in to consult on the development of courses;

hired as trainers; or

brought in to work In TAFE on an exchange or transfer basi&

b)In relation to physical facilities (including equipment)

I. the facilities are wholly owned by industry and made available to TAFE by
negotiation to clarify the issues of:

cog recovery.:

contribution to programs;

revenue raising for future programs.

fAcilities are wholly owned by TAPS and made available to ndustry by
negotiation to address the issues:

cost recovery;

contribution to programs;

revenue raising for future programs.

IlL the facilities are jointly owned by TAFE and indusby, particularly through such
mechanisms as the establishment of:

skills training centres; or

consultancy agencies.

where a variety of staffing methods again are possible.
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Strategies:
Information about restructuring is being published at regular intervals. Therefore your
library should be consulted. Basic references are given below.

Use the National :Database (see appendix H) to keep up-to-date.

=Main
=Lan hold mi re,thicturings was an insert in the September. 1990. issue of the

TAPE Thachee. Copies may be obtained Awn the Australian Committee for
Training Curriculum

Hayton. G. (1990). Getttng to grips with bulustry restructuring, Adelaide: TAM National
Centre for Research and Development.
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Question:

How can I develop my technical skills?
A Centre report (Hall. W.C. (1987) The continuing education needs cif fidttime TAM
isachars) investigated the cthu1x education needs ci full-time TM lecturos. One ofthe mon eadlaga was that 'there an wpm need for education programs
which enable lecturers to update their tedmical/vocational and skills in their
teaching areas. and then is an urgent need to provide ways in lectmwers can keep
abreast with technological change. Over 90% of all colleges recognised these as severe
or knportant problems . It csn be seen, therefore. that the question is an important one
for most lecturers.

S trategies:
Here are some ways in which technical skills may be developed.

1. j

If you are not already a member of a (relevant) professional or trade association, then
you should seriously consider joining one. Through regular meetings, the association's
journal, and by making contacts you can develop tnchnical

2. rtaalacimilkihtimintatilodiata_lnialatimmiliss (1w)
Appendix F the names and addresses of the national offices of the ITCs. Most
have State which you may contact. ITC, produce publications and run short
training seminars, sone of which could be of use to you.

3. MilillaticLiTAELiallansitiatimuseni
Check from handbooks whether any TAM or hIgher education courses might be of use.
Remember, many are now offered externally (off-campus).

4.

Some TAM organisations now have arrangements whereby lecturers may be seconded
for periods to industry/cormnerce.

3. Mat auumillisi
Through your college's consultancy section, or as a pilvate consultant (if permitted by
your tenns of employment) it may be possible to take on consultancies, either alone or
with others.

Ill



How can I market my courses?
Demise TAFE coumes are so much in demand, because most people who enter tertisry
education will do this through TAFE, and because TAFE has such a large network, TAFE
must a necessity have an important marketing role. This probably seems Waage, butthe lupe the exposure, the mere important it I. to get across the right message.
Theiefore the question Mow can I market my courses? is important.

The table below is taken from the book 'Marketing TAPE' which suggests that a IT
will help to establish the corporate iden.lty and identify a position inmar

S trategies:
The check-list gives external and internal factors which should be considered as part ofan audit.

MARKET AUDIT CHECKLIST

External Market Environment
Some factors to consider:
Demographic
Economic
Ecologic/Technologic
Political
Cultural/Life Styles

- population trenda
- inflation, wages, the dollar
- e.g. any major breakthrough
- change of government, new policy
- e.g. more leisure time

Each factor many impact in a variety of ways, so in the market
research phase consider the following:
Target Markets - individual students

- industry and commerce
- government agencies and departments

Competitors - other institutions
- private training organisation

Funding Source - government - recurrent allocation
- special purpose grant

- private - individual foes
- business/corporate
- trusts and foundations

Internal Market Environment
Evaluate existing organisational objective(s) in terms of both the
external environment and interoal resources, including:
Effectiveness of organisational structure
Expertise of management and staff
Buildings and facilities
Financial resources and funding
Range of courses availabl
Accessibility: level of fees, pre-requisites, support systems.

Market Opportunities
Establish the corporate identity, organisational objectives and
products which can take advantage of the opportunities offered
by a dynamic extrnal environment and maximise the potential of
the provider's resources.

11011111.11 liethLsogiLaitiskilat



The publication below praddes Jetatled advice an advertiMeg, media rdeases, peoduct
development, special events, etc. and should be penned kr that kind of help.

Cutter. P.. MacRae, D.. Oliphant. M. and Scott. T. (1988). Marketing TAPE, Adelaide:
TAFE National Centre for Research and Development.
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gUestion:

Now can I improve my career prospects?
Increasingly TAPS authorities are moving towards internal appraisal of staff and open
advertising of senior poskions (many of which are now available = contract).

you should chick to detennine whether your 1 has dee* defined
. kr assessing poops for weer isvekopment. the NSW

e I of TAPS has TAM lbachlog Service Advisory/Assemment .&e° which
enables lecturers to obtaM advice on professicmal and career development. Appendix D
reproduces some of the material developed for that.

Strategies:
You should discuss the question with your line manager. Sometimes the answer will be
that there are no prospects, unless you retrain and learn new alas: somethnes only
minor changes are needed, or different ways of doing things. There are questions you
can ask yourself.

The Video Arts publication referenced below lists such questions. adapted and
reproduced below (A= pages 122-123). Clearly, not all are directly applicable, but they
are easily modified.

What was the most interesting task you had
to do this year?

What was the most successful area In the
past year?

How do you feel you handled the
reorganization in retrospect?

What areas of your work would you say
require more attention?

What elan help do you need to improve
those areas?

What do you think you need to learn now to
develop the Job further?

How have you found dealings with
administration and other departments have
worked out?

What have been the most Mica pubic=
that you have faced?

Where do you see your future in the college?

How do you see this job developing?

What would you say are the priorities for
the next twelve months?
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1

Question:

Row eau I best use my skills?
Self-evaluation can be used to help ident* your skills. However, frequently we are the
worst people to Idea* our own strengths and wealmessesi You may need the help of
others to do this and earlier questions give some guidance.

Strategies:
One way d proceeding is as followc

1. Evaluate your strengths
and weaknesses. You may
need help in this.

I

2. Obtain a clear statement
of your job's requirements

. Match (1) with (2).

4A. Find out what
new skills are
needed.

48. Seek information on
ways of improving your
skills (see below).

4C. Find ways in
which unused
skills may be
used in your
job.

Methodically set about
improving your skills
or learning new skills.

You may lind it useful at stages 4 and 5 to answer any, or all, of the following
questions:

What relevant formal courses are available (in TAPE. higher education, or adult
education)?

what help Is available frcal professional bodies?

what skill development activities are on offer?

Do anzerdiate colleagues possess any of the skills I need; and can I learn
from

76
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aleetion:

Row can I find out what's happening In local secondary schools?

TAFE Mterfaces with higher education, with industry/comnecce and with schools.
Committees established in your college or TAPE system will ó a good point of first
reference. Identity prugrami clevelopmegs in secondary schools that are relevant to 'EAFIC
programs. Student service officers in TAFE colleges also work closely with secondary
schools and Inky have relevant information. The figure summarises tht movement of
students.

(Public perception)

Applitd

Employment. Schoolr

TAFE

as.

Eklucation
Higher

111=1101Thecactical

illidistiagmasat
Many school leavers who pursue tertiary studies will do these tn TAFE colleges.
Therefore, what goes on In local secondary schools should be of importance to TM. At
the very least you need to know what prior learning has occurred (and this information
should help to set the context of your courses); but marketing your courses in local
schools should also be an =portant Me for you and your college.

S trategies:
Read secondary school curriculum documenth

Peruse Years 10 mad 12 examination papers

Speak to TM/school interface committee members

Attend joint conferences and meetings

Visit your local secondary school and discuss curricula with your "subject'
contacts at the school

Invite local secondmy school teachers to visit your college. (Frequently, this will
be the first time they will have visited a TAFE institute.)

Parts of TAFE courses are now being taught in some secondary schools. Clearly, then
is need to liaise closely so that students move smoothly from school to college.
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APPEPEDICES

A. Designing and administering questionnaires
Sample self-evaluation questionnaire (courtesy of the Royal Australian Navy).

B. Different ways of seating groups.

C. Time analysis chart.

D. NSW Department of TAFE teacher evaluation forms.

E. Example of an agenda.

F. National Industry Training Committees.

G. South Australian CAE Self appraisal of teaching' sample sheet.

H. About the TAFE National Clearinghouse Vocational Education & Training Database.
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Questionnaires range from the ampletely open-ended to the wholty otdective, which.
howem are ohleeilve only in the manner in which the answers are elicited. (i.e. wholly
suiVective decisions had to be taken about the questions to be asked.)

Questionnaire design is as much an art as a technciio. Mere are pitfalls to avoid, and
the texts by Moser and Kelton (1971) and Oppenheim 1988) will help you to avoid
maktog mistakes. Hall (1977) lists the decisions that have to be taken at an early stage
and the major errors to avoid.

Decisions which have to be taken at an early stage of a survey include:

a) How the data will be collected.
b) How the population will be approached.
c) The main areas to be tackled in the survey and the order of presenting these

areas.
d) The sequencing of questions within each main area.
e) The form al the questionnaire (i.e. free responses or coded: and if coded, the

type(*) of coding).

The major errors M avoid when writing the questionnaire are listed below. They are
taken from Hall (1977).

I) ensure that the population will, in fact, be able to answer the questions. For
example, questions dealing with courses attended six months previously are
unlikely to be answered wtth high accuracy:

ii) ensure that questions can be answered honestly. For example. an honest answer
will not always be given if a student who is asked to egress an opinion about a
lecturer is also expected to write his/her name on the questionnaire:

ill) make the questions as specific as possible:

iv) make the questions as simple as possible. It is not the task of the questionnaire
designer to try to impress people by his/her use of long words: it is his/her job to
ensure that the population can understand every question:

v) ask number of shorter questions rather than one complex question. Complex
questions are often atte-ipting to ask ibr more than one piece of information:

vi) do not use words or questions which are open to a vallety of interpretations:

vii) do not ask hypothetical questions;

viii) do not phrase the question so that the person answering it is forced to think in
one particular direction only. This is ten done when the questioner gives an
example after the questior4 the person answering then has difficulty in thinking
beyond that one example:

te) do not embarrass the person answering the questionnaire:

xi only ask questions for which the answers are needed. Do not waste everybody's
time by asking a question 'because it might be usefur.

When you have written the draft questionnaire, always ark a colleague to comraerri on it.
If possible, you should also try out the questionnaire on a small ample.
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fit* quesUomialre is reproduced with the permission af the Royal &rata hen Navy.
Please note that some items may not be appropriate. Nevertheless, the format may
provide a useikil starting potnt)

INSTRUCTOR'S SELF
EVALUATION MET

iThe pwpose qf the Self E..aluation Sheet is to let you know how well you are
performing as an Instructor. No one else will necessarily see your score. Be
truthful to yowseit Do not ouennark. Identlk those areas where you need to
impala. Use this card about every three months to check on your
pa:romance.)
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Read each qussilmi earefulky. Then consider all the good practices required by an
Instructor if be/she is to achieve the maximum score. Alter this, estreate se well les
you con how closely you are following practices and score yourself accordingly. If you
always follow the practice score 2, mostly follow the practice score 1, rarely or never O.
Add up your score. How did you do?

90 or above outstanding. 7040 average.
80-89 above average. 89 or less, below average.

If your score is below 70. you will Imow that there is a definite need for you to improve.
You should change many of your teaching habits. Consult staff for advice.

COMPLETE IN PENCIL

1. a. Do I arrange the classroom seating so all trainees can see all aspects of
instruction?

b. Do I control the classroom temperature as much as I can?

c. Do I ensure trainees have adequate lighting?

d. Do I have all equipment required on hand?

2. Do I introduce myself at the first lesson?

3. Can I address each trainee by name?

4. a. Do I obtain essential information on each
trainee from record cards?

b. Do I consult DOs and Divisional Senior Sailors
as necessary?

5. Do I start my class on time?
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N.

b. Do I avoid distractions?

12. Do I keep trainees at work until the end of the period?

13. a. Do I 'Get on' with my class?

b. Do I encourage trainee questions?

c. Do trainees respect my authority?

14. a. Do I use training aids at appropriate times?

b. Do I improvise training aids when necessary?

c. Do I make a careful study of the aid before use?

15. a. Do I gain my trainees' full attention?

b. Do I motivate trainees by describing the relevance of the instruction?

c. Do I tell trainees the objective?

d. Do I revise skills and/or knowledge required for the lesson?

,

,



e. Do I present information In the best sequence?

f. Do I present aim* examples before more compkx examples?

g. Do I mice learning easier by given cues or memory aids?

h. Do I ask questions of trainees during instruction?

L Do I ensure trainees achieve the performance described in the
objective?

J. Do I allow time for trainees to practise skills?

k. Is feedback given to each trainee after a question or a performance?

1. Do I test performance on each objective?

m. Do I have follow-up practice of important skills to reduce forgetting?

16. a. Do I actjust my instruction to allow for differences in ability and
experience

b. Do I give extra attention to the trainee who is struggling?
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inntinerMia-CUMATINSUMEMEAKalliailalaa
The way a group sits can influence the VOW. behaviour. A sitting in rows
(=pacts to do nothing except listen to a " " talking el the " 4 " A group sitting in a
circle expects to discuss issues. The f. are some of the ways to seat groups.

(a) For formal lecture3 sessions

EgLaszaalsm (c) EmkailtrAzislimmign

(d) For small_arouo discussion within a formal sess12p

Remember - the lecturer need not be the chairperson or group leader. This will depend
on the planned outcomes of group discussion.
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APPLICATI 3N FORM FOR ADVICE ON PROFESSIONAL AND CAREER DEVELOPMENT.

FAMILY NAME: GIVEN NAMES:

SERIAL NO.: LOCATION:

DESIGNATION: SUBJECT AREA (if applicable)

SCHOOL/DIVISION:

DATE OF APPOINTMENT TO TAFE TEACHING SERVICE:

DATE OF TRANSFER TO PRESENT LOCATION:

NORSNATED ADVISER

Affr REPORT DATE:

TEACHERS SIGNATURE: DATE:

NOTED: DATE:

PRINCIPAL

1



TAA3
(b)

(ALL MEMBERS OF TAFE TEACHING SERVICE)

Dear Meinber of the TAFE Teaching Service.

Thank you for your application for advice/auessment under the TAFE Teaching Service
Advisory/Assessment Scheme of the Education Commission.

The following guidelines are provided for your consideration.

A. You should obtain the advisory form TAA.3 and read it carefully to develop an
understanding of the main areas about which you are able to seek advice. Feel free
to discuss the form with your colleagues, supervisor, or other senior officers.

B. As an aid to your preparation you should make yourself aware of Departmental
documents and the types of information which they contain. For example, you could
seek Imowledge of aaift.a.Uve procedures relating to the conduct of classes and
develop a general awareness of Departmental educational policies as published from
time to t:Ime.

Your supervisor will be able to give you direction in these areas. Your College library
also midntain a collection of Departmental educational/administrative policies
procedures.

".

I II

C. Probably the most important part of the advisory/assessment process is the
formulation of an Action Nan on professional and career advice. The
accomplishment of the Action Plan will depend largely on your initiative in following
through any recommendations and advice.

D. The procedures to be followed during the advisory process are detailed on tht form.

Should matters be handled in such a way that you feel disadvantaged, discuss your
concern in the first instance with your adviser. If ncit satisfactorily resolved contact
your regional Assessment Co-ordinator or the Teacher Education Service (Staff
Development Division).

For further guidance contact your immediate supervisor, or a senior College or School
staff officer.

Yours sincerely,

=MI
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(e)

NEW SOUTH WALES DEPARTMENT OF TECHNICAL AND FURTHER EDUCATION

TAFE TEACHING SERVICE ADVISORY/ASSESSMENT SCHEME

D A: °A. ;/1 -11:01.:_s. *IA , ;4'-'4.-"q_ Lij:.

ISIZALThis document is to be used:

to assist TAFE teachers to assess their progress.
to provide them with formal advice.
to formulate an ACTION PLAN for a teacher's professional and career development
The Plan is to be an agreed document arrived at by discussion between the teacher
concerned and the advisor.

The Plan will be used to ingintaM communication between the adviser and the teacher.
This is a voluntary scheme and Is 4rttt4tec1 by the teacher after the completion of three
years of service.

ADMINISTRATION:

After three years of service teachers may apply for advice on their professional and
career development by appropriately completing the form. Three years must elapse
before another application for Career Development TAA3 can be submitted.

The Principal approves/does not approve the application.

This ACTION PIAN is a private document developed for the benefit of the teacher
concerned. Copies are not to be made. The original is to be retained by the teacher.

lb be eligible for further formal professional and career development advice It is the
responsibility of the teacher to demonstrate to the adviser that m far as possible any
previously formulated Action Plan has been implemented.

It is recommended that teachers retain Action Plans and the evidence which supports
successful conpletion of them.

am= The adviser could be the teacher's immediate supervisor or another senior
ofticer nominated by the teacher.

GUIDELINESz

Each supervisor, or nominated supervisor, is responsible for providing opportunities for a
teacher to seek professional and career advice.

The teacher seeking advice I. responsible for

nominating those areas in which advice is sought
giving the advisory officer notice of such areas.

The ACTION PLAN should be prepared jointly by the adviser and the teacher. It is
expected that discussion 0,a2M occur at least one week prior to any lesson observation.

It is the advisees responsibility to be available for discussion regarding the issues raised
in the atavism report.



NEW SO= WALES DE: eanstEur OF TECHNICAL AND FURTHER EDUCATION

TAFE TEACHING SERVICE ADVISORY/ASSESSMENT SCHEME

ADVICE ON PROFESSIONAL AND CAREER DEVELOPMENT

MIS ASSESSMENT SHOULD BE MADE

AFTER COMPLETION OF AT LEAST MREE YEARS OF SERVICE

FAMILY NW GIVEN NAMES:

DESIGNATION: DATE APPOINTED TO
TAFE: / /

SCHOOL: DATE APPOINTED TO
THIS COLLEGE: / /

COLLEGE:

TEACHER OF: RECOGNISED
TEACHER
EDUCATION
COMPLETED:

MTRYR.

DATE/S OF:

- THIS ADVICE:

- PREVIOUS ADVICE:
(if applicable)

TYPE OF LESSON OBSERVED:

LESSON 'LYTLE:

SUBJECT/COURSE:

SUPERVISOR (5) CONSULTED:

(Name(*) and Designation (a))
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POSSIBLE ARM; fOR pIKUSS_I,Gff

liailliALMSAMMIVLATZai
Technical knowledge d teaching subjects.

Knowledge of recent developments in own and associated fiekls.

Contribution to subject area within the School.

Itaching performance - development of lesson
- application of technical knowledge
- appropriate use of aids
- classroom interaction

marking of assignments, tests, setting of work.

Organisation and planning of teaching

Itaching method, variety and appropriateness

Abilitz, to mottvate students

Knowledge of relevant acts and their regulations.

Oegjion B: ADMINISTRATION AREAS

Knowledge/experience of administrative procedures specific to a teacher's duties

Knowledge/experience of Government and TAFE policies

Knowledge/experience of the role and structure of TAFE

Knowledge/experience of personnel policies and procedures

Knowledge/experience of procedures for developing and implementing curriculum change

Awareness of a teacher's responsibilities in relation to equal opportunity principles in
education

afaifill-rdi-anillEanalibttAntia
Comments might be made on a number of issues, for example: enthusiasm for the job.
relationship with students, relationehip with colleaguaa.l= solving ability,
administrative procedures required in School and/or Caliege promotions positions, public
relations, participation within the section, liaison .04.11 industxy. development of personal
technkol skills, educational development, etc.
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p3 of 3

NEW SOUTH WALES DEPARIMENT OF TECIINICAL AND FURTHER EDUCATION

TAFE TEACHING SERVICE ADVISOMASSESSMENT SCHEME

6021GliaimEllaunsalpsragaguanuagia
Amor PLAN

PLEASE PRINT)

TEACHER'S
NAME: DESIGNATION: LOCATION:

Following our discussions, we agree to the following action:

AIMS OBJECTIVES INDICATORS OF ACHIEVEMENT DATE OF REVIEW

M111111==1,..

Signature of adviser

Name of adviser

Designatton of adviser

Signature of teacher Date : / /

Original: retained by the teacher

NO CQPIES To pa MADE
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Title of organisation

NOTICE OF MEET,ING

Details of date, time and place of meeting.

AIRIIM

1. Welcome

2. Apologies

3. Confirmation of previous minutes

4. Business arising from the previous minutes

4.1 )
4.2 ) Business not covered in other agenda items
etc )

5. )
)

6. )
)

7. )

etc.)

Substantial items (often repeated each meeting, e.g. financial report,
teaching program review, staff development, staff reports).

8. Other business

9. Information Items

10. Date of next meeting

11. Closure.



These are the national offices of the 1TCs.

Kr D Watts
Chairman
PO Sox 1554
Potts Point NSW 2011

Xr L Hiller
Chairman
Australian Automotive Industry Training

Council
PO Box 6027
Melbourne VIC 3004

Mt R J Letten
Chairman
National Building & Construction
7-4ustry Training Council
PO Box 650
Carlton South VIC 3053

Mt R R Hancock
Chairman
Australian Drilling Industry

Committee
PO Box 1545
Macquarie Centre NSW 2113

Training

Mr F Ball
Chairman
National Zlectrical & Eloctronic

Industry Training Committee Ltd
12th Floor, The Denison
65 Berry Street
North Sydney NSW 2060

Mr X Rapp
Chairman
National Fishing Industry Training

Committal
GPO Box 2851RA
Melbourne VIC 3001

Mr I Nollindale
Chairman
National rood Industry Training Council
PO Box 493
Gladesville NSW 2111

Xr P Mathews
Chairman
National Furniture Industry Training

COmmittee
4th Floor, 370 St Kilda Road
Melbourne VIC 3004

Professor R Gates
Chairman
Local Government Training Council Inc
Australian Local Government Centre

Geils Street
Deakin ACT 2600
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Inure sune am) Staterftutou cakes.

Mt F MUrphy
Chairman
National Maritime Industry Training
Committeo
GPO Box 365?
Melbourne VIC 3001

Mt R Bonouvri
Chairman
National Plastics Industry Training
Committee
49 Anzac Parade
Kensington NSN 2004

Mx N Crichton
Chairman
National Printing Industry Training
Committae

PO Box 53
St Leonards NSN 2065

Mr D Fraser
Chairman
National Retail Industry Ttaining

Council Ltd
134 Broadway
Broadway NSW 2007

Mr G Cowin JNR
Chairman
National Road Transport IndustrY
Training Committee
75-79 Chetwynd Street
North Melbourne VIC 3051

mr R Webb
Chairman
National Rural ITC
PO Box m10
Queen Victoria Terrace
Canberra ACT 2600

Mr 8 Bitmead
Chairman
Australian Textiles Clothing & Footwear

Industry Training Council
GPO Box 146911
Melbourne VIC 3001

Mr r Offten
Chairman
National Forest Industries Training
Council Ltd

PO Sox 307
munawading VIC 3131

Mr W Sprokkreeff
Chairman
National Tourilu Industry Training

CoMMittak Ltd
PO Box H743
Haymarkt NSN 2000



South Australian CAE sample 'Self appraisal of teaching sheet from a USA college.

FACULTY SELF-DESCRIPTION OF TEACHING

Department

Instructor Comae Number __Quarter. 19
1. The following items reflect same of the ways teachers can be described. Please circle
the number which Indicates the degree to which you feel each item is descriptive ofyour
teaching in this course. In some cases, the statement may not apply. In these cases.
check kqopt mph, or delft Imow

Not at all
pescrintive

Discuss points of view other than Tny own
Contrast implications ct various theories
Discuss recent developments In the field
Gtve references for more interesting and involved points
Emphasise conceptual understanding

. Explain clearly
Am well prepared
Give lectures that are easy to outline
Su:nine:Ise major points

. State objectives for each class session.
Identify what I consider Important
Encourage clus discussion
Invite students to share their laiowledge & experience

. Invite criticism of ray own ideas
Know if the class is understanding me o: not
Have students apply concepts to demonsbate

understanding.
Know when students are bored or confused
Have genuine interest in students
Give personal help to students having difficulties

in course
Relate to students as individuals.
Am accessible to students out of class
Have an interesting style of presentation.
Am enthusiastic about my Lubject.

. Vary the speed and tore o( roy voice
Have Intermit in & concern for the quality of my teaching
Motivate 'Went* to do their best work.
Give interesting & stimulating assignments
Give examinations requiring synthesis of pests of course
Give examinations permttting students to show

tinders:Jading.
Keep students informed or their progress.

9996

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

Vey Doesn't
DelocriP- V* or

tert know

2 3 4 5

2 3 4 5

2 3 4 5
2 3 4 5
2 3 4 5

2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4
2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 4 5

2 3 4 5

2 3 4 5

2 3 4 5
2 3 4 5

2 4 5

2 3 4 5

2 3 4 5

2 3 4 5
2 3 4 5

)

)

)

I f;



N
M

 SIN
 E

N
 O

M
O

M
 R

IO
 O

M
11111111,



How can I contribute?

One way to tell others about your research and
development activities is to contribute to the
Clearinghouse.
Contributions may be made to the National
Clearinghouse by completing and forwarding a
TAFE Clearinghouse Submission Form
accompanied by two copies of the material to your
local State or Territory Clearinghouse Officer.
Submission forms are available from the
addresses on this brochure.
Forms to describe new and ongoing research and
development projects are also available from your
local or National Clearinghouse Officer.

Asian and Pacific
Skill Development
Information Network
(APSDIN)

The National TAFE Clearinghouse Information
Network is the Australian Focal Point for APSDIN.
APSDIN is a regional International Labour Office
(ILO) initiative. Our involvement means that we are
able to help create awareness of the role of
informatton in the development and improvement
of vocational training in this region. By regular
receipt of microISIS diskettes from APSDIN and
the ILO, international and regional information is
loaded into the Vocational Education and Training
Database.

State, Territory and
National TAFE
Clearinghouse Addresses

_Aiwa

Australian Capital Territory TAFE
ACT institute of TAFE
Woden Campus
GPO Box 826
Canberra City ACT 2601 (062) 83 4688
New South Wales TAFE Clearinghouse
NSW Department of TAFE
Head Office Library, Level 7
PO BOX K638
Haymarket NSW 2000 (02) 289 7395
Northern Territory TAFE Clearinghouse
School Library Services
PO Box 39971
Winnellie NT 0821 (089) 89 5903
Queensland WE CloPringhouse
Department of Employment, Vocational
Education and Training Library
PO Bag 3
Brisbane OLD 4101 (07) 237 0609
South Australian TAFE Clearinghouse
SA Department of TAFE
GPO Box 2352
Adelaide SA 5001

Tasmanian TAFE Clearinghouse
Division of Further Education
Murray House
73 Murray Street
Hobart TAS 7000
Victorian TAFE Clekir:eighouso
State Training Board Library
Level 4, South Tower Rialto
PO Box 2860
Melbourne VIC 3001

(08) 226 3416

(002) 30 7118

(03) 628 2324
Western Australian TAFE Clearinghouse
The Office of TAFE
151 Royal Street
East Perth WA 8004

National TAFE Clearinghouse
TAFE National Centre for Research and
Development Ltd
252 Kensington Road
Leabrook SA 5068

(09) 420 4031

(08) 332 7822

. WWII& AU.
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What is the National TAFE
Clearinahouse information

The National TAFE Clearinghouse Information
Network provides information on

published and unpublished documents, articles
and non-print materials about vocational
education and training in Australle, the Asian
and Pacific region and the International Labour
Office membership countries
projects in progress in the technical and further
education and training areas in Australia
and much more!

Each State and Territory TAFE Authority has its
own Clearinghouse, where local information is
collected, edited and sent to the National
Clearinghouse.
The ro/e of the National Clearinghouse is

to co-ordinate research and development
information concerning TAFE and training,
forwarded by the State/ Territory and National
Centre Clearinghouses
to collect, edit and publish information about
ongoing research projects in TAFE and training
via the Vocational Education and Training
Database
to be the Australian focal point of the Asian and
Pacific Skill Development Information Network
(APSDIN)
to make the national and international
information available in database and published
formats
to maintain links with other related information
networks and clearinghouses like the Educational
Resources Information Centre (ERIC).

103

What does the National TAFE
Clearinghouse information
Network do?

In running the Vocational Education and Training
Database it aims to

give greater access to national and international
vocational education and training information
and materials
encourage new Initiatives in TAFE
provide avenues and opportunities for pi iblicity
and dissemination of material produced by TAFE
staff
prevent the duplication of research and other
initiatives, thus reducing wastage of resources.

Vocational Education and
Training Database

The product of the National TAFE Clearinghouse
Information Network is the Vocational Education
and Training Database, which appears quarterly in
two formats:

datadiskettes using the CDS / ISIS micro version
(MicroISIS) software
hard copy.

The database includes entries on
research reports
evaluation studies
policy documents
curriculum materials
survey results/ questionnaires
workshop / seminar /conference proceedings
theses
bibliographies
ongoing research projects
journal articles.

How can I :ocate
documents?
r-

Once referendes are located via the database,
requests for the documents should be directed to
the Clearinghouse in the State / Territory from
which the material originated.
Where the Clearinghouse is not involved in the
oistribution, requests are to be forwarded to the
location mentioned in the availability field.
Some items may only be available through the
Interlibrary Loan service. For further details,
please ask your Librarian or contact your State or
Territory Clearinghouse.

Sample of a Document Entry

01196 TO 'INC 16.1

Australia. TAFE National Centre for Research and Development.
International Conference on Recent Reserrch and

Development in Vocational Education. Conference papers
Adelaide. TAFE National Centre for Research and
Development. 1989. 3 volumes.

These conference proceedings contain papers covering
themes like: women's issues in vocational education,
learn:ng styles in vocational education; performance
assessment; economic changes and the teclmicien
workforce; education /industry links; vocational
education, technotigy and society; vocational teacher
education; improving opportunities for student
retention and progress; vocational education across
the world; curricula in vocational education and
information services in vocational education.

Keywords: Vocational education; Conference; Research and
development: Australia; Educational
innovation.

ISBN: 0863973418

front TAFE National Centre for Research and
Development, 252 Kensington Ad., LEM:ROOK SA
5068. Loan photocopy of individual arScles.
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